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Multipile Work Schedule Changes
QUICK REFERENCE GUIDE 

Use this procedure to make a work schedule change for multiple 

employees. 

PA71 
Perform this procedure when you need to make a work schedule change for 

multiple employees.  Employees working a compressed work schedule are 

working less than the 5 days a week, but still working the required hours.  

These employees may need to change to a regular schedule during holidays 

or extended leave.  This transaction can be used to change several 

employees that may need to revert back to a regular schedule during a 

week(s) that have holidays. 

 

Prerequisites: 

 The employees must be in an active status 

 You must have access to the employee 

 A change to the employees schedule is required 

 

 

  

Enter the Transaction code (PA71) in the command field 

Click the green check  
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Select 2003 Substitutions form the Fast entry of time data selection.  

Enter the date of the change in the “From” and “To” fields in the Period section 

 Always enter the “From” date on a Sunday, the beginning of a work week. 

 For a temporary change enter the “To” date on a following Saturday, the end of a work 

week (this may be for one week or several weeks). 

o ***Employees starting a 24/7 schedule must begin with the start of a pay 

period date (i.e. 3/1/2015). 

o ***Employees ending a 24/7 schedule must end with the end of a pay period 

date (i.e. 3/15/2015). 

Enter the subtype of 01 in the “Sty” field in the Direct selection section. 

Select the radio button “Preselect using report” in the Enter Personnel Numbers section. 

Click the create button. 



 

PT50   Page 3 of 5 
 

 

Click the multiple selection arrow to the right of the Personnel Number in the Selection section.  

This will open the Multiple Selection for Personnel Number window. 

Enter the personnel numbers that need to be changed.   

 These PERNRs can also be copied from a spreadsheet and pasted using the Upload from 

clipboard button. 

Click the copy button.  This will close the Multiple Selection for Personnel Number window. 

Click the Execute button 
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Click the create button 

 

Click inside the “WS rule” field.  Click the matchbox to the right of the field.  This will open the 

Work Schedule Rule window. 

 

Select the Work Schedule Rule for the employee.   

Click the Copy button after the selection is made, this will close the window. 
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Click the save button 

 


